Using The Employee Benefits
Information System (EBIS)

"

To make a Thrift Savings Plan (TSP)
Open Season election
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There are two TSP Open Seasons each year

The next TSP Open Season begins on 15 May 2002 and
ends on 31 July 2002

The effective date of your TSP election is determined by
the date you make your election

TSP CHANGE WILL BE
EFFECTIVE DATE OF REFLECTED IN

TSP ELECTION MADE TSP ELECTION IS PAYCHECK RECEIVED

15 May - 13 July 2002 14 July 2002 2 August 2002
14 July - 27 July 2002 28 July 2002 16 August 2002
28 July - 31 July 2002 11 August 2002 30 August 2002




Accessing EBIS

Access EBIS through the Department of Navy
Civilian Human Resources web site at
www.donhr.navy.mil/

Select “EBIS”
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Accessing EBIS
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Department of Navy

Civilian Benefits Infermation Center

"EBIS*

official web site of the Department of Navy.
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Welcome to the Department of Navy's Benefit Information Center. This is an
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Cuttently, only employees serviced by HRSC East, HRSC
Pacific, HR3C SouthWest, and HRSC Europe can access the
EBIS application. Extension of this Service Areais under
development.

The EBIS application operates on Central Standard Time.
Please allow for Time Zone differences when conducting
vout transactions. This is very impottant duting Open
Season petiods, If you have aty problems, you willneed to

contact yout local Benefits Counselor.
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{Contents

EBIS
The EEIS is 4 Web spplication tht allovs you to obtain gereral and persopal
beruefite Tfomration, conduct Health and Life berefite traneactions | snd access
o Tetimemernit calmalitor.

About EBIS
Riformation and wetructional docerts short EBIS.

News
The latest v Tegarding avoy ad 4ll your benafite srtitlamars,

Forms

Fonns and infommation to sesict you reginding your berefite atitlanemds,
Publications

Tublicationes to aesict o Tegarding yonr beriefite arditlamerts .
Contacts

A Listing of coptacts where you careach o Bawfite Coureelor regarding yor
anititlemerte

Bipertant Informaticon
Tthe de yonmr first time visiting, we vrould lke to suggest ceveral things that
tright makie your experience with s better.

¢ This site is protected by 128 hit 551 encryption.
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Review the

warning notice

Click “Continue”

Warning Notice!

THIS IS A CEPARTMEMT OF DEFEMSE COMPUTER SYSTEM, THIS COMPUTER SYSTEM, INCLUDIMG ALL RELATED
EQUIPMENT, METWCRKS, AND METWORK DEWICES (SPECIFICALLY IMCLUDIMG INTERMET ACCESS), ARE
PROVIDED OMLY FOR AUTHORIZED LS, QUVERMMEMT USE, DOD COMPUTER SYSTEMS MAY BE MOMITORED FOR
ALL LAMWFUL PURPOSES, IMCLUDIMNG TO EMSURE THAT THEIR USE IS AUTHORIZED, FOR MAMAGEMEMT OF THE
SYSTEM, T2 FACILITATE PROTECTION AGAIMST UMAUTHORIZED ACCESS, AMD T WERIFY SECURITY
PRCCEDURES, SURNTYABILITY, AMD SPERATICMAL SECURITY, MOMITORIMG IMCLUDES ACTIVE ATTACKS BY
AUTHORIZED oD EMTITIES TC TEST OR WERIFY THE SECURITY OF THIS SYSTEM, DURIMG MOMITORIMG,
INFORMATION MAY BE EXAMIMED, RECORDED, COPIED, AMD USED FOR AUTHORIZED PURPOSES, ALL
IMFORMATION, IMCLUDIMNG PERSOMAL IMFORMATION, PLACED O OF SEMT OWER THIS SYSTEM MAY BE
MOMNITOREDWUSE OF THIS DOD COMPUTER. SYSTEM, AUTHORIZED OR UMAUTHORIZED, COMSTITUTES COMSENT
T MOMITORIMG OF THIS SYSTEM, UMAUTHORIZED LUSE MAY SUBIECT ¥OU T CRIMIMAL PROSECUTION,
EMIDEMCE OF UMAUTHORIZED USE COLLECTED DURIMG MOMITORIMG MAY BE USED FOR ADMIMISTRATIVE,
CRIMIMAL OF OTHER ADYERSE ACTION, USE OF THIS SYSTEM COMSTITIUTES COMSEMT TO MOMITORIMG FOR
THESE PURPOSES,

Moke: Selection of the Exit button within the
POE application will initiate clhent-side scripting
and will exit the browser,

P> Continue | Exit
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If you are a current
user enter your

Point of Entry (POE) Login

Current Users:
Enter your Social Security Mumber and Password,
{Mo dashes or spaces. Your Password is case sensitive.)

5N I

SSN and password
Click “Continue”

ﬁswnrd: I
> ContinLe |

If you are a new user
or have forgotten

New Users/Forgot Password

If you are a new user or have forgotten your password, you will need a copy of your most recent
Leave and Earnings Statement (LES) or Matification of Personnel Action (SF-507 to continue, Click
appropriate button when you are ready,

your password,
Click “Set Password”

> Set Password | Exit
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If you select Set
Password complete
the information
based on your most
recent SF-50,

Create or Reestablish Password

Lising your most recent Leave and Earnings Statement {LES) or Motification of
Personnel Action {SF-500, enter the below infor mation which is required to allow
you to enter our secure web site, access your personal information and conduct
business transactions aver the web. All information is transmitted through secure

rmeans (Secure Sockets Layer),

You shiould only use this screen to establish a new password or resstablish a
passwaord.

Social Security Mumber: I (Mo dashes or spaces)
> Service Computation Date for Leave: I -I —I {TA-DD=7Y

Notification of
Personnel Action
or LES

Click “Continue’

Date of Birth: I -I —I {MAMI-DD=5Y )
Civilian Pay Plan: I {Example; G5, WG, WS
Grade: | {(Example: 03, 05, 11, 12}

Stap: I {Exarmple: 01, 03, OB, 10}

Ermail address: |

™ Click Rere if yvou want to be notified by email of successful Aunsuccessful
attermpts to recreate or change your password.

> Continue Exit
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Create your password
based on the instructions

Create Password

Instructions: Your password must contain 8 - 10 characters,
cannot match ary portion of your SSM forward or backwards,
cannot be the same password used within the past 6 passwiord
changes or the past 6 months, and must contain at least 3 of the

following 4 character types:

Uppercase letters (A, B, C,...20

Lowercase lethers (&, b, c,...2)

Murmerals (0, 1, 2,...9)

Special Characters: (exclamation point {1, at sign (@), number
sign (#7, et

DO MOT USE apostrophes ), commas (), pipes (|, or periods(.)

Examples of Valid Passwords:
Dd112264,0ctobers (uppercase/lowercaseHumeric)
09097 1Tm (hurmeric/uppercase/lowercase)
adnat@30 (lowercase/uppercase/special character)
DE2597Hd (numericiuppercase/lowercase)
Iuakears! (Uppercase/lowercase/special characters)

Reenter to Verify

> Reerter Mew Password to Yerify:

"New Pascword: I

> ContinLe I Exit

Click “Continue’




Accessing EBIS

To Change Your Password Click the Button Below

Select “Change
Password”

or
« .
EBIS1” to enter the

Select an application:

> Change Passwor d

Application

EBIS program -
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Home | Retirement | TSP | Health | Life | Survey | PIN

Department

If you are a new
user or have

forgotten your 7%, of Navy
Persc_)nal | Er e\ Employee
|dentification — Benefits

have Department of Navy

Number (PIN) Click P Information
“PIN” on the toolbar SHRIEm (EaLs)

Home Retirermen t TSP Health Life Survey PIN

Back To Top

Otherwise Click
“TSP” on the toolbar
to make your Open
Season election
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Make a
selection from
the PIN Menu

PIN

Life

Survey

Home | Retirement | TSP | Health

Personal
LR Personal Identification Number (PIN) Main
Menu

Al employees are required to have a 6-digit Human
Resources Service Center (HRSC) Personal Identification
Nugber (PIET) in erder to access personal transactions on
the Employee Benefits Information System (EBIS)

If you want to change your current PIN

Click Here: CHANGE MY PIN

ou do not remember your PIN

Click Here: | DON'T REMEMBER MY PIN

af currently have a PIN

Click Here: CREATE MY PIN

Badk To Tap
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Home | Refirement | TSP | Health | Life | Surey | PIN

CREATE YOUR
PERSONAL IDENTIFICATION NUMBER (PIN)

You must create a Human Resources Service Center
(HRSC) Personal Identification Number (PIN). Your PIN must be 6

E N te r YO ur: digits in length and may only contain numbers.
To create your Human Resources Service Center
(HRSC) PIN:
S S N > Enter Your Social Security |—
Number (SSN):
Month and Year of Birth Enter Your Month and Year of mr
. > Birth: il
Example. 1274 Enter ANew Human
6 Digit PIN of your choice P [ e i
Example: 063952 For Verification, Re-Enter
Your New Human »
Reenter PIN to verify » Resources Service [ mstbes iy
Center (HRSC)PIN:

CIiCk “Smeit” > Submitl Resetl
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You are now
ready to make
your Open
Season election

Home | Retirement | TSP | Health | Life | Suwey | PN

/ Department
of Navy

Employee
Department of Navy Benefits
Information
System (EBIS)

Click “TSP”
on the Toolbar

Back To Top



Making Your TSP Election

Click “Personal
TSP Information”

Thrift Savings Plan

Home | Retirement | TSP | Health | Life | Suvey | PIN

Thrift Savings Plan Main Menu

Please select from one of the followimg two options:

General TSP Information

Personal TSP Information

Please note: For additional general information, wistt the TSP
web stte at www tsp.gov of the ThrftLine at 504-203-8777
The Summary of the Thrft Savings Plan for Federal
Emmployees booklet 15 a waluable source for TSP mformation
and 15 avalable on the ToP web ste.

Home Retirernent TSP Health Life Survey PIN

Back To Tap
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Home | Retirement | TSP | Health Life Survey PIN
#  Thrift Savings ] ] ]
Plan Thrift Savings Plan: Personal Information
. Personal -
C“Ck “TSP Information select from one of the following:
TSP Personal Transactions
Personal
. " TSP Account Balance Data
Transactions
Project Future Account Balances

TSP Annuity Estimates

Home Retirement TSP Health Life Survey PIN

Badk To Top



Making Your TSP Election
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Home | Retirement | TSP | Health | Life | Survey | PIN

0 Thrift Savings
Plan Thrift Savings Plan: Personal Transactions

0 Personal

I e select from one of the followmg,

Personal View Your Current TSP Election
Transactions

View and/or Yoid TSP Projected Action

Click “TSP
Open Season’

> TSP Open Season

TSP New Employee

Stop Your TSP Contributions

Home Retirerment TSP Health Life Surey PIN
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Home | Retirement | TSP | Health | Life | Survey | PIN

Read the TSP o |

& Thrift Savings Thrift Savings Plan Information: TSP
Open Season Pln Open Season
I nfO 'm atl on * Pasnd During the TSP open seasons, you may start or change your

Information
biweekly contributions to TSP andfor mdicate how you want
4 Personal vour future biweekly contributions to be mvested m the five
Transactions TP funds. Tou may also elect to stop your TSP biweekly
TSP Open cottibutions durtng an open season of any time outside of an
Spasoh open seasot. (o to Stop Your ToP Contributions for more
riformation.

Tou may have only one projected THP transaction at a time.
If you have a projected ToP transaction, and want to make
another election, you must first Void the existing projected
T5P transaction

Click
“Continue”

P Continue

[ (= P
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THRIFT SAVINGS PLAN (TSP) OPEN SEASON
DO NOT USE THIS MODULE if you would like to stop your TSP
. contributions. You should use the Stop Your TSP Contributions
E n te r YO ur. module from the Thrift Savings Plan Personal Transactions Main Menu.
To begin TSP Open Season Business Transactions:
Enter Your Social Security —
SSN > Number (SSN):
Enter Your Human
Resources Service —
PIN » Center (HRSC) Personal
|dentification Number {PIN);

If you do not remember your PIN, click PIN on the toolbar.

Click “Continue” » | Coriue | Continue transaction




Making Your TSP Election
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-~ AMOUNT OF CONTRIBUTIONS

During this Open Season, you may raise or lower your biweekly payroll
contributions. If you make an Open Season election, your election will be
effective on 01/13/2002.

To contribute to your TSP account, you must choose the amount to be withheld
from your basic pay each pay period. Choose EITHER awhole percentage of
your basic pay per pay period or awhole dollar amount per pay period.

Note: To change your TSP fund allocations, obtain your TSP account balance,
or do an interfund transfer you must contact the Thrift Service Office at

C||Ck on the bUttOﬂ and www.tsp.gov or phone (504)-255-8777.

the drop down box to \
T | Iwould like to contribute m of my basic pay
select a percentage pﬂerpwpeno o my account.

OR A'F Wﬁ_perpwperiod to
. . my T .
Click on the button and™

enter a dollar amount —

Continue

Continue transaction
I Quit . .
/ Return to Personal Transactions Main Menu

Click “Continue”
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Review the TSP
Open Season

Election
Summary

Click

TSP OPEN SEASON ELECTION SUMMARY

Based on the information you just completed, your TSP Open
Season election is:

Name: JONES, JOHN D.
Effective Date: 0111312002

YOUR THRIFT SAVINGS PLAN ELECTION

Amount of Contributions Per
" %
Pay Period:

The transaction is not complete until you have acknowledged
that your Social Security Number and PIN are your electronic
signature for effecting this transaction.

» Continue | Continue transaction

“Continue”

Cluit Return to Personal Transactions Main Menu
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ELECTRONIC SIGNATURE

_ WARNING: Be advised that any false statement in this transaction, or willful
Click “Yes” to ?isrepresentation, is a violation ofthe law punishable by a fine of not more than
10,000 or imprisonment of not more than 5 years, or both, according to federal
p rocess yO ur |law. Additionally, this may resultin disciplinary action up to and including

Open Season removal from Federal employment.
election

| understand that my Personal Identification Number {PIN), used in connection
with my Social Security Number, is my electronic signature in effecting this
fransaction,

Click “No” if you
do not want to
process the
Open Season
election

ﬂ | acknowledge and wish to PROCESS THIS TRANSACTION,

> M | do not acknowledge and wish to STOP this transaction.
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Making Your TSP Election

Read the
information
about the
transaction
receipt

This page contains information subject to the
Privacy Act of 1974 as amended.

Your transaction has been successfully completed.

We recommend you print your transaction receipt below. To print your receipt,
click the "Print" button or icon on your browser.,

Verification of Transaction: All completed transactions are available for your
immediate review. You may verify your transaction in two ways. First, you ¢an
check your TSP transaction by clicking on the Personal Transactions, View
andior Void TSP Projected Action. Second, you can check the Leave and
Earnings Statement which applies to the effective date of your transaction.

Electronic Signature: Your Personal Identification Number {PIN) used in

connection with your Social Security Number served as your electronic
signature in effecting this transaction.

TSP OPEN SEASON ELECTION



‘"%  Making Your TSP Election

¥
3 CiviLiaN
(o) Human
RESOURCES

Print the
transaction

receipt to
document your
new enrollment

TRANSACTION RECEIPT

Name: JONES, JOHN D.

Date of Transaction: 111612001

Time of Transaction: 7:46 AM

Transaction Effective Date: 01/13/2002

Type of Transaction: TSP OPEN SEASON ELECTION

YOUR THRIFT SAVINGS PLAN ELECTION |

\Contributions Per Pay Period.: ‘7%

WARNING: Be advised that any false statement in this transaction, or
willful misrepresentation, is a violation of the law punishable by a fine
of not more than $10,000 or imprisonment of not more than 5 years, or
hoth, according to federal law. Additionally, this may result in
disciplinary action up to and including removal from Federal
employment.



Thanks for using EBIS to
make your TSP Open
Season election

If You Have Questions
Please call The Benefits Line at
1-888-320-2917
Select option 2 to talk to a benefits counselor
Then option 1 for East Region
OR
Email
Benefits _east@east.hroc.navy.mil



